Commercial Shopping Cart
Training Guide

Citizen Access Portal offers a new payment feature for our customers, the Shopping
Cart.

Customers will have the optionto select which fees to pay, now or later, on the
Application record or on the Permit record.
e If youchooseto pay on the application record you will be able to see the fees on
all the associated permits linked to the application.
e If youchooseto pay on the permit you will be able to see only the fees
associated with the specific permit.

Using Citizen Access Portal Shopping Cart feature
There are multiple methods for finding the application/permit record listed below:

1. After login to your Citizen Account Portal, type the application/permit record
number in the Global Search field (#1) to find the fees for which you are paying.
After typing the application/permit record number, click the green magnifying
glass (#2).

CITIZEN ACCESS Welcome to the City of San Antonio

for SAN ANTONIO

m Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

2. Search for the application/permit record using the My Records tab. Click the_
Home Tab (#1). Click My Records (#2). Click the Building Module (#3) and
locate the applicable application/permit record for which you want to pay fees.
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Land Development  Building  Fire

Dashb: My Records My Account Advanced Search

. Land Development

3 ' Building

Showing 1-10 of 82 | Export results

liection | Copy Record

] Date L=l Record Type Description Project Name  Address Er——=o Created By Status Action Short Notes.
L Number Date
el Pk Commercial Project Up!
10/09/2020 ;:gczgcss o - s julius caesar@gmailcom  Under Reviews -
N TX 78232
1901 5 ALAMO

3. From the Home page (#1), scroll to the Building Module (#2). Click Search Applications
(#3).

Create an Escrow Account | Amend Escrow Accounts)

m Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

Welcome Julius Caesar
You are now logged in.

What would you like to do today?
To get started, select one of the services listed below:

General Information

Lookup Property Information Create General Applications

Building

3 Search Applications Create an Application
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The Building Module Records page displays (#1). Locate the Commercial Application/Permit for
which you want to pay fees (#2). Navigate to the Action column located at the far right of the

page (#3). Click the Pay Fees Due link(#4). 7/p. blue text is an indicator of a hyperlink.

Home Land Developrn Fire

Search Applications Create an Application

Showing 11-20 of 82 | Expon results

[ Dae Record Number  Record Type Description ProjectMame  Address Expiracion Created By Saus

COM-PRI- 2
M 2 Commercial <o o "
] 08/20/2020 APP20- H e TRAIL City of San julius.caesar@gmailcom  Under Re:
e = 30802524 Frojectpptication Antonio, TX 78247
22 REP-MBR-
) 08/20/2020 APP20-
35000633

Minor Buildi - y ] . ) ) Pay Facs Due
n:.';:i'rﬂuﬁm MAYPOLE City of San Antonio, julius.caesar@gmailcom  Under Review et

o After clicking the Pay Fees Due link, you are taken directly to the Application
Fees page (shown below).

Home Land Development R:TUGILLE Fire

Search Applications Create an Application

Application Fees
Fees Oty. Amount
COM-BLG-PMT20-40200510 - Comm New Building Permit

Base Fees Pay
Late
Permit Commercial Building New Fee (i) (Invoice 1000 $100.00
#71971)
Surcharge Development Services Fee i) (invoice #:71971
) 1 $3.00
Surcharge Technological improvemnent Fee () (Invoice
1 $3.00
®8:71971)
Electrical Fees Pay
Later
Permit Electrical Fee (i) (invoice #:71976 ) 100 $100.00
Surcharge Development Services Fee i) (Invoice 1 $3.00
871976) !
Surcharge Technological improvement Fee (i) (invoice
1 $3.00
#71976)
Gas Fees Pay

Later

IS
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Alternate way to view and pay fees:
Payment of Fees — Application Record

1. After locating the Record and choosing it, the Record Details page displays
(shown). Scroll to the navigation bar to locate the Payments drop-down menu
arrow. Click Payments drop-down menu arrow (#1). Click Fees (#2).

' - |
Home  Land Developmert fire This is the Record Details
Search Applications Create an Application page'
Record COM-PRJ-APP20-39803046: A —— Add to collection

Commercial Project Application
Record Status: Pending Issuance

Record Info = sto CLOM COmeonent

Feas

[ESCTow ACCoUnt
Information

To view any current ;

d. please refresh the page.

1010 FLORES 5T, 7E204

Record Details
Applicant: Project Description: Cnamier:
Individual Complex Plans ROCKY CREEK PARTNERS LLC

orrm

s
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View Fees Details

1. The Fees page displays (shown). All Qutstanding and Paid fees for the record
display (shown). Click View Fees Details (#1).

Record COM-PRJ-APP20-39803046:
Commercial Project Application
Record Status: Pending Issuance

F
Record Info - Payments = Custom Component

To view any current activity on this Record, please refresh the page.

Qutstanding:

Diate Involce Nul Amount

10/00/2020 72020 5300 Se—
10/09/2020 7o Move forward and L e Faes Detalls
10/09/2020 72018 : 100

10/09/2020 e back to view all Sxne

e 701 fees outstanding. | so°

. < Prev Additional Result=4 234 5678010 . Next =
Total outstanding fees: $111 342 40

Paid:

Date Involce Number Amount

10/08/2020 1633 S100.00 Wiew Detalls
10/08/2020 7633 5100.00 View Detalls
10/08/2020 T1633 5100.00 View Detalls
10/08/2020 1633 S100.00 Wiew Detalls
10/08/2020 71633 Move forward and £12.00 View Detalls

back to view all "l = Prev Addtionsl Results: 4 2 Mext >

fees paid.

Total paid fees: 5424.00

pe
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Shopping Cart

The Application Fees page displays (Shopping Cart). All fees display on this page. The

customer has the option to select the fees they would like to pay by utilizing the Pay

Later option located at the far right of the page (shown).

The screenshot below is before choosing any fees to Pay Later.

Application Fees ~‘}
Fees Quy.
COM-BLG-PMT20-40200510 - Comm New Bullding Permit
Gas Fees 3
-
Permit Gas Fee (f) (Invoice #:71974 ) 80
Surcharge Development Sarvices Fee (1) (involce #:71974 N
)
Surcharge Technological Improvement Fee (I) (Invoice '
871974 )
Mechanical Fees .
-
Permit Mechanical HVAC Fee () (invoice #:71973 ) 100
Surcharge Development Services Fee (I} (involce #:71973 1
]
Surcharge Technological Improvement Fee ([} (Invoice 1
$:71973)
Medical Gas Fees )
-
Meaical Gas Inspecton Fee () (involce #:71970 ) 1
Surcharge Development Services Fee (1) (invoice 8:71970 1
)
Surcharge Technoliogical Improvement Fee () (Invoice 1
#:71970)
Plumbing Fees
-
Permit Plumbing Fee (i) (ivoice 2:71969 ) 100
Permit Plumbing Backflow Fee (i) (Involce X:71969 ) 280
Surcharge Development Sarvices Fee () (invoice 8:71969 1
)
Surcharge Technotogical Improvement Fee (1) (Invoice 1
#:71969)
Sewer Fees
‘e

$80.00

$240

$240

$100.00

$3.00

$80.00

$2.40

$240

$100.00
$280.00

$11.40

$11.40

Later

Pay
Laver

Pay
Later

Co
P

&
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In this example, the Pay Later (Shopping Cart) option was selected for all fees except

Base Fees and Sewer Fees (shown below). Note: Once “Pay Later” is clicked the
selected Fees will disappear from the screen.

At the end of the Application Fees page, and after selecting the fees to pay, the
Continue Application tab displays. Click Continue Application to continue the payment
process (#1).

The screenshot below is after choosing fees to Pay Later.

Application Fees
Fees Oty. Amount

COM-BLG-PMT20-40200510 - Comm New Bullding Permit

Base Fees

1000 $100.00

$3.00

Permit Sewer Fee () Orwoice #.71972 ) 1 $100.00

Surcharge Technological improvernent Fee ) (invoice
%71972) 1 $3.00

TOTAL FEES: $212.00

s
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Payment Process

1.

2.

@
(2

3.

4.

After Continue Application is clicked, the Payment Options page displays
(shown). Click the button to the left of your method of payment selection (credit
card or escrow account) (#1).

Next, click Submit Payment (#2).

Home  Land Development QTG Fire

Search Applications Create an Application

Please select a payment meathod and then fill in all required information.
The available payment methods are:
«Cradit Card

*Bank Account
*Escrow Account

* indicatas a requirad fisld.
Payment Options _

Amount to be charged (s Select method of

@Pay with Cradit Card or Bank Payment
O Pay with Escrow Account payment

The Payment page displays. Click the button to the left of payment selection:

Credit Card or Electronic Bank Payment (shown). Next, confirm the amount
that displays.
Click Continue Payment (#1).

Weldcome to the ity of San Antonio

. CITIZEN ACCESS

> for SAN ANTONIO

How would you like to make the payment? Conﬁrm
® Credit Casd Bank Paymens amount-
‘ Payment Amount : f\ )

Pe
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5. The Online Invoice Payments page displays (shown). We are using a credit card
example. Select credit card type; type credit card information;
selectExpiration Date. Next, click Make Payment”.

Online Invoice Payments

@® payment from credit card 1) Select credit card type.
Card T v cord 2) Type credit card number.
H w
ard Type: |Master Car 3) Use drop-down to select
Card Number: | 5555444444444444 expiration month and year.

Expiry Date: |02 v || 2023 v

After clicking Make Payment, please do not refresh the page or press the back button on your internet browser.
SubTotal: €10 .00
Total: § .00

-

Click Make Payment. Make Payment

6. The Online Invoice Payment page displays briefly (shown). This is not the final
receipt.

Online Invoice

Payment page - |
displays briefly.

Online Invoice Payments

TN el Tl
Recsipt @y B0 . 1
Ty S5 -0~ OG0 300 08 PR
e i ek b
L EURE ]
Arnasart - O3, 00
0 B, e
A TR
s
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7. Agreen banner displays (#1) with the message: You have paid a fee associated
tothis record. Please print your record confirmation and retain a copy for your

records. Click Print/View Receipt (#2) to print or view your payment receipt.
Fees are now paid.

Hoevr  Land Dl opmaent Fire

Saarch Apphcatan Lrnale an Apple sl

e (e I bew e i b b Becond P gy reend Farmas gul 1ehEe 8 Ly by g (o o

Fioua® RenCodtll Hugrvkis? 1 COMBLG PRITEG-402 00510

- - 9

Boid [S5uance

id®sA
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Alternate way to view and pay fees:
Payment of Fees-Permit Record
1. The customer has the option to select the fees they would like to pay by utilizing

the Pay Later (Shopping Cart) option. From the Record Details page (shown),
click the Payments drop-down menu arrow (#1). Next, click Fees (#2).

Home Land Development R:UUGILGE Fire L
This is the Record
Search Applications Create an Application Details page.

Record COM-BLG-PMT20-40200150:
Commercial New Building Permit

Record Status: Fees Due o

Record Info Payments v Custom Component

9 Fees

Escrow Account 3
katnation d, please refresh the page.

To view any current .

P
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View Fees Details

1. The Fees page displays (shown). Click View Fees Details link (#1).

Record COM-BLG-PMT20-40200510:
Commercial New Bulilding Permit
Record Status: Fees Due

Rocord Info Paymeonts Custom Componont

To view any current activity on this Record, please refresh the page.

ate Lrvwosc o Number Arnone
10/09/2020 7967 %300
10/09/2020 71962 S2 A0
10/09/2020 71962 S2A0
10/09/2020 967 %300
10/09/2020 71904 $300

< Prov Acdmionst lesuies 1 2 54 5 Neoxt »
Total outstanding fees. 51,102 40

'y
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Shopping Cart

1. All Fee Details display (shown). Click Pay Later (Shopping Cart) option to select
fees to pay (example shown: Pay Later selected for all fees except Base Fees and

Electrical Fees). Next, click Continue Application (shown).

#:71968)

TOTAL FEES: 5212.00

e

Application Fees
Fees Gty. Amount
COM-BLG-PMT20-40200510 - Comm New Bullding Permit Pay
Latey
Base Fees Pay
ater
Prmu{ Commercisl Building New Fee (i) (invoice 1000 $100.00
#71963)
Surcharge Development Services Fee (i) (Invoice
#71963) 1 $3.00
Surcharge Technological improvement Fee (i) (Invoice 1 $3.00
#71963) >
Electrical Fees Pay
Laten)
Permit Electrical Fee (i) (invoice #:71968 ) 100 $100.00
Surcharge Development Services Fee i) (invoice
#71968) > o
Surcharge Technological improvement Fee (i) (Invoice 1 $3.00

13| Page

&
Build®SA




Commercial Shopping Cart
Training Guide

Payment Process

1. After Continue Application is clicked, the Payment Options page displays
(shown). Click the button to the left of your method of payment selection (credit

card or escrow account) (#1).

2. Next, click Submit Payment (#2).

Home  Land Development QR:=THLT W Fire

Search Applications Create an Application

Please selact a payment methoed and then fill in all required information.
The available payment methods are:

«Credit Card

=Bank Account

=Escrow Account

Payment Options h

Amount to be charged s Select method of
@Paywilh Cradit Card or Bank Payment payme nt

() Pay with Escrow Account

=2

3. The Payment page displays. Click the button to the left of payment selection:
Credit Card or Electronic Bank Payment (shown). Next, confirm the amount
that displays.

4. Click Continue Payment (#1).

&
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g Welcome to the City of San Antonio
m CITIZEN ACCESS

WP %r SAN ANTONIO

How would you like to make the payment? Conﬁl m
*® Credit Caxd Bank Paymens amount-
Payment Amount - $212 00 :
'\ —

5. The Online Invoice Payments page displays (shown). We are using a credit card
example. Select credit card type; type credit card information; select
Expiration Date. Next, click "Make Payment” .

Online Invoice Payments

@® payment from credit card

) Select credit card type.
) Type credit card number.
) Use drop-down to select
Card Number: | 5555444444444444 . expiration month and year_

-

Expiry Date: |02 v || 2023 v <

After clicking Make Payment, please do not refresh the page or press the back button on your internet browser.

1
2
Card Type: | Master Card v | - 3

SubTotal: +14 .00
Total: $/<(10
Click Make Payment. Make Payment

6. The Online Invoice Payment page displays briefly (shown). This is not the final
receipt.

Y.
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Online Invoice

— — Payment page
displays briefly, A

Vo [ i

Recwlpt o 5110
Tl P00t~ FEGD OO TG RS

v i ki
& Nw, 0
Arrecaani - § L0300
o B, D
A TR

7. Agreen banner displays (#1) with the message: You have paid a fee associated
tothis record. Please print your record confirmation and retain a copy for your

records. Click Print/View Receipt (#2) to print or view your payment receipt.
Fees are now paid.

toerw  Land Dawvelopment m Fira

Saarch Appcatony Lrmale an Applcabion

Baecoid ssuancs

Vive Praren (e i Fow i o] b Hi Bicend] i o ird winms rwcn ] ©Onfarrustion sl ik & £ opry o pour inioadh o

Fosf ReCatd Hurle? i COM-BLG FRTZR-40200510
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